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State of Idaho STARS
Office of the State Controller
Division of Statewide Accounting

STARS USER MANUAL

USING THE WEB VENDOR MAINTENANCE
APPLICATION

INTRODUCTION

The Web-based Vendor Maintenance application was developed to replace the Vendor 21
form and to eliminate paper processes and the time necessary to deliver them. However,
it is still necessary to obtain a completed Substitute Form W9 and to complete the online
form.

Any State employee who can log on to the Idaho State Controller’s Office applications
http://www.sco.idaho.gov/ to use, for example, Online Reporting or I-Time, can access to
Web Vendor Maintenance to submit an online form to the SCO. SCO personnel will then
review the form and will request verification from the Internal Revenue Service (IRS)
that the vendor name and number combination submitted matches either IRS or Social
Security Administration (SSA) information.

After completing these reviews and verifications, the vendor information will be added to
STARS or will be returned to the originating agency employee for correction or for
additional information. The online form comments section provides for communication
between SCO personnel and agency employees.

NOTE: The Vendor Maintenance application does not add EFT information to new or
existing vendors. See the Electronics Funds Transfer chapter for additional information
on adding EFT information to a vendor.
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CREATING A VENDOR FORM

To create a vendor form, and then do the following:

STARS

1. Click Vendor Maintenance. On the Vendor Maintenance screen, you can select:

= Create a Vendor Form — Select this to create a new vendor maintenance form.
See the Create a Vendor Form section for more information.

= View Vendor Forms in Progress — Select this to view the progress of
previously created or submitted vendor maintenance forms.

Idaho State Controller's Office

Vendor Maintenance

Welcome to the State of Ldaho's Oulime Vendar Mamtenance Site.

Please select one of the following actions
Croste o Veedor Fomn | Vi Vandos Fomms in Frogriess

For nfarmation in assising you with this spplicaion chick on the bk belom
YEDOR

L oricoions S oo |

2. Click Create a Vendor Form.
3. Complete the Vendor Form (see below).
4. Click Send for Approval.

You will receive an e-mail notification of the action when SCO has verified, reviewed,

approved and loaded the information into STARS.

COMPLETING THE VENDOR FORM

After obtaining a Substitute Form W9 from a vendor, complete the Vendor Form. A
number of the fields, or data elements, are required and are identified on the form with a

red asterisk. Below is a description of the form.
SUBMITTER INFORMATION

|*lene Numnber | Ext

|*Fmai] Address

| 4 Close Q Save Draft Send for Approval

STATE OF IDAHO - STARS

VENDOR FORM

- |
*Required Fields
Submitter Informnation:
[Date of Request 11/26/2007
|Age-11cy Code 140
[Agency Name CONTROLLER
|(_'nnt:|ct IName JAMES CARTER
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STARS

Data Elements

Description

Date of Request

The date will be the current system date and cannot be entered or
changed.

Agency Code

The three digit agency code is automatically filled in based on
your user name and agency code you entered on the logon screen.

Agency Name

The agency name is automatically filled in based on your user
name and agency code you entered on the logon screen.

Contact Name

The contact name is automatically filled in based on your user
name and agency code you entered on the logon screen.

Phone Number | Ext

Your agency telephone number or contact telephone number is
required by the application. If applicable, include your extension
number. The extension number is an optional field.

Email Address

Enter your State of Idaho e-mail address. This is used to notify
you when the form has been approved and the vendor number
loaded into STARS, additional information is needed, or the form
has been disapproved.

The e-mail generated by the application will have a sender of
either IPOPS1 or IPOPS2 with a subject line that starts with “The
previously sent Vendor Form...”
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ACTION INFORMATION

Action Information

|*Actiun ADD NEW VENDOR =

|Su.fﬁx

| *Vendor Number

|*'\'emlur Type

|- Individual{zole proprietar (1099 Ind =) =

‘

|*\"e-1u101‘ Status I 0 - Mew/active vendor (requestor
|(_‘llg-'\'\-"—9 Agency 0

|*IU99 Name/Addr Blank =

B

2GR
““]‘

|*Snl‘t Sequence

[s8 BTN Number

|*1[]99 Indicator
|“-"eh RA Indicator

Blank - Mo access =

Data Elements Description

Action Click on the down arrow and select the appropriate action for this
form. Available actions are as follows:

Add a new vendor
Add a new suffix
Change Name/Addr
Change Number

Vendor Number Enter the nine-digit Social Security Number (SSN) or Employer
Identification Number (EIN) on the Substitute form W9.

Suffix Enter the two-character suffix number. When adding a new
vendor number, this should be 00. If the vendor number already
exists, this should be the next consecutive number. You can recall
the vendor number on the 2N screen in STARS to see if the vendor
exists or to see what suffix numbers are already in use.

Vendor Type Select the acceptable 1099 Indicator for each of the vendor types:
I — Individual/sole proprietor.
C — Corporation. Inc. or Corp. is usually in the name.

P — Partnership. Non-corporation businesses that are identified
either in the name or on the Substitute Form W9 as being a
partnership.

G - Government. Federal, State, and Local Governments.
N — Non-profit. Non-profit organizations.

O - Other. Miscellaneous organizations that do not fit any of the
other listed classification.

E — Idaho State Employee (must match EIS information).

STARS User Manual Using the Web Vendor Application
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STARS

Data Elements

Description

Vendor Status

Click the down arrow and select the appropriate vendor status:
0 — New / Active - Use when setting up new vendors.

1 — Inactive Number - Use when a vendor has quit a business,
when the business is sold, or when merged with another business.
The 1099 system will send the 1099-MISC to the vendor under
this number and name. Also used for inactivating 1099 MISC
rejections identified by the IRS. These vendors must submit a new
W9 that the SCO will verify with the IRS or SSA.

2 — Inactive Number - Use for a vendor number correction or a
company merger when the tax liability for both of the numbers
remains with the same entity. The 1099 system generates a 1099-
MISC under the new number that includes data from the old
number.

Requires that the SS EIN Number/Sfx is different from the Vendor
Number.

STARS requires that the new vendor number/suffix must be in
STARS before the number can be used in the SS EIN NUMBER
field.

3 — Lien/Garnishment - Used by the SCO personnel only. The
vendor is still active and can be paid, but the SCO will pull the
warrant and re-issue it to the entity requesting the
Lien/Garnishment. If the vendor is set up for EFT, the EFT will
be removed until after the lien or garnishment is satisfied.

Chg/W-9 Agency

The three digit agency code is automatically filled in based on
your user name and agency code entered when you logged on.

1099 Name/Addr

This is a one-character field that controls which address is used
when printing the 1099MISC forms. Click on the down arrow and
select the appropriate indicator:

Y — Use this address for 1099 reporting. If there is only one suffix
for this vendor, then use “Y”.

Blank — There is another suffix that has already been identified as
the address to use for 1099 reporting. STARS will not allow a
second record with a “Y” to be added.
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Data Elements Description

Sort Sequence The sort sequence is an identifier to help locate or sort vendors. It
does not have to match the IRS/SSA Name. You might want to
use the Business Name in the sort sequence field. For example,
John Doe might be the IRS/SSA Name doing business as Arnolds
Pig Farm (Business Name). The sort sequence could be
ARNOLDSPIG. (See Vendor Information below.)

Enter up to ten alphanumeric characters.

Format — Do not use any special characters (hyphens, slash marks,
etc.) in the sort sequence. Do not use “The”.

Individual’s Name — Last names should be listed first. For
example, SMITHJOHN is the sort sequence for John Smith.

Abbreviations — Please see the examples of some common
abbreviations in Sort Sequence & State Abbreviations section.

SS EIN Number The nine-character SS EIN Number field will be automatically

Suffix filled in based on the Vendor Number and is usually the same as
the SSN or FEDERAL EIN number. This can be changed.

However, if the Vendor Status is 2, the new Vendor
Number/Suffix should be entered in this field in order for the 1099
Reporting system to combine the amounts together for tax
purposes. The suffix is an optional two-character field.

1099 Indicator Click on the down arrow and select the appropriate 1099 Indicator.
Y - Yes, this is a 1099 reportable vendor.
N — No, this is not a 1099 reportable vendor.

The following vendor types are always an ‘N’:
C — Corporation

G — Government

N — Non-profit

E — State Employee

STARS User Manual Using the Web Vendor Application
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STARS

Data Elements

Description

Web RA Indicator

Click on the down arrow and select the appropriate Web
Remittance Advice Indicator

Blank — Default. VVendor does not want to view remittance advices
on the web.

0 — Vendor wants to view remittance advices for this suffix.

1 — Vendor wants to view remittance advices for all suffixes on
this vendor number.

If either O or 1 is selected, then a phone number and a contact
name will also be required.

VENDOR INFORMATION

Vendor Information:

|msssx Name

|Busine-ss Namne

| *Address

| *City

| *State

|*Zi11 Code | Ext.

]

|Pllune- Number | Ext.

|C‘ ontact Name

Data Elements

Description

IRS/SSA Name

Enter the name that is provided on the Combined Substitute Form
W9 - which should be the name that the vendor uses to file taxes.
Typically a sole proprietor’s name should be in the IRS/SSA
Name and the actual business name would be entered as Business
Name. Punctuation is allowed only if it is an integral part of the
name. Example: Jobs.com would require the use of the period as
part of the identifiable name.

Business Name

If the DBA (doing business as) name if different from the
IRS/SSA Name, then enter the DBA name here.

If the vendor number looks like a social security number or is the
number in the SSN section of the W9, there must be an
individual’s name in the IRS/SSA Name field.

If both the SSN and business EIN are present, contact the vendor
to see which is supposed to be used.

STARS User Manual
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STARS

Data Elements Description

Address Enter the street address or post office box number that was
provided on the Substitute Form W9 or other vendor
documentation. Do not use punctuation when adding addresses,
even if using abbreviations.

City Enter the city that was provided on the Combined Substitute Form
W9 or other vendor documentation.

State By default the State field is ID for Idaho. If the vendor is not in
Idaho, select the appropriate state. If the vendor is outside the
United States, select XX.

Zip Code | Ext The five-digit zip code is required. The four-digit extension is not

required. If the vendor is outside the United States, use
“XXXXX as the zip code.

Phone Number | Ext

If either 1 or 2 are selected as the Web RA Indicator, then the
phone number is required.

If 0 is selected, then the phone number is optional but
recommended and is useful if SCO personnel have questions.
Enter the vendor’s telephone number, including the area code.

Contact Name

If either 1 or 2 are selected as the Web RA Indicator, then the
Contact Name is required. If O is selected, then the contact name
is optional but recommended and is useful if SCO personnel have
questions.
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STARS

TRACKING INFORMATION

Tracking Information:
‘Suhmlttal Status

‘(Z‘umments I _

Cormnent Log:

Save Draft Send for Approval

Print Close Help

Data Elements

Description

SUBMITTAL STATUS

When creating the form, this section will be blank. When viewing
a previously created form, this section will tell you the current
status of the form. For additional information on submittal status,
see View Vendor Forms in Progress.

COMMENTS

Use this free formatted field to communicate any additional
information that SCO personnel might need to review or verify
this form. Be aware that any entries in this field will become part
of the tracking record for the form and should not be viewed as or
used for personal communication with any SCO personnel.

Comment Log

The comment log is the history of any and all comments recorded
in the comments field described above. The comment log will
allow both SCO and agency personnel the ability to track any
needed information or clarifications that have been requested or
provided.

SAVE, SEND FOR APPROVAL, OR PRINT THE FORM
To save, send for approval, or print a form, choose one of the following at the bottom of

the Vendor Form screen:

e Save Draft — Use this option when you have started a vendor form and discover
that you are not ready to submit to the SCO for approval.

e Send for Approval — Use this option when you have completed the form and it is
ready to be sent to the SCO for approval. After clicking “Send for Approval”, you
will see the message, “Form Transmitted — Loading New Form” for a few seconds.
Once the form has successfully transmitted, the application will display a new

vendor form.

e Print — Use this option if you want a printed copy of your submittal. Keep in mind
that any form that is sent for approval or saved as a draft will appear on the View
Vendor Forms in Progress screen. The need to print should be minimal.

STARS User Manual
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STARS

e Close — Use this option to close the vendor form. Be sure to either save your form
as a draft or send the form for approval before closing. Closing before saving or
sending will result in any entered information being lost.

e Help - Use this to view the Vendor Chapter of the STARS Manual.

VIEWING VENDOR FORMS IN PROGRESS (BY AN AGENCY)
Click View Vendor Forms in Progress and the following screen will display:

Ll ¥egerpony (Arsbaitinn Loz 0f
VENDOR FORWME II¥ FROGRESS

REGLIEST DATE .RQQUES'F‘NG AGENCY i VEMDOR HANE I VENDOR NER : STATUS
pe1a2004 02 1459 140.CONTROLLER S TEST 2 ORTIRIIE- Dra
DETUZ008 011308 140 CoNTROLLER TUES TEST TROEE123- Al
DE2/2004 01 15:09 140-CONTROLLER IMLOCH TEST S 7B9ESA123
:Ub-".‘.':.QUDcl 05 13,02 1al-CONTROLLER LALECE TEST & THOEEA 123

D2 U004 01 1309 140-CONTROLLER LBLDCKTESTT  TROES41I- o
DE22004 09,5043 140.CONTROLLER Diralt

QECEA004 122093 140-CONTROLLER LOGH B Dran
OTZR00 08 2304 E-CONTRCLLER Lrrean
DTZAI004 06 2407 TACONTROLLER Foal ALAH BILAH  123453769-00 aming Agrircval
DETR00I 0111 140-CONTROLLER WAT TYHING gET4E5321-01 Fanding Adenty Edis
Vewdur Fem Applieaiions Lo OMF

Agency personnel will only be able to view those vendor forms that they created. To
view a form, double-click the line. Any form listed in this view can be updated and re-
sent for approval — except those with a status of Disapproved. The forms are listed in
order of the day and time of the request.

The STATUS column can display any of the following:

a. Awaiting Approval — A previously submitted form that is waiting for SCO
verification, review and approval.

b. Disapproved - Disapproved forms will remain in the Vendor Forms in Progress
view for three days. After that time, agency personnel will not be able to view or
access the disapproved forms. While in a Disapproved Vendor Form, you have
the options of deleting, printing, closing or accessing the help function. The
reasons for disapproving a form are listed below:

e Numerous attempts at obtaining the correct information have failed.

e Form has remained in “Pending Agency Edit” status for over a month. If the
needed information is received after the form has been disapproved, the
agency employee must complete and submit a new form.

e The agency employee tells SCO to disregard the vendor form but not delete it.

c. Draft— A previously created vendor form that was saved as a draft and has not
yet been submitted for approval.

STARS User Manual
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d. Pending Agency Edits — A previously submitted form that was unsuccessful in
completing the SCO verification, review and approval process and has been
returned to the originating agency employee. When a form is returned, an email
notification is sent with an explanation of why it is being returned. The
explanation will be in both the email notification and will display in the Comment
Log of the web form. After the agency employee has updated the form, it can be
re-sent for approval.

e. Pending STARS Update — A previously submitted form that has successfully
completed the SCO verification, review and approval process, but has not yet
been loaded into STARS.

To view a form, double-click the line. The Comment Log will show the comments
leading up to the current status. While in a form, the following options may be available:

e Save Draft — Use this option when you have altered a previously submitted vendor
form and discover that you are not ready to re-submit to the SCO for approval. Not
available if the Status is “Disapproved.”

e Send for Approval — Use this option when you have completed the changes and it
is ready to be re-sent to the SCO for approval. After clicking “Send for Approval”,
you will see the message, “Form Transmitted — Loading New Form” for a few
seconds. Once the form has successfully transmitted, the application will display a
new vendor form. Not available if the Status is “Disapproved.”

e Delete — This action is used when agency and SCO personnel have agreed that the
submitted vendor form needs to be deleted for some valid reason.

e Print — Use this option if you want a printed copy of your submittal. Keep in mind
that any form that is sent for approval or saved as a draft will appear on the View
Vendor Forms in Progress screen. The need to print should be minimal.

e Close — Use this option to close the vendor form. Be sure to either save your form
as a draft or send the form for approval before closing. Closing before saving or
sending will result in any entered information being lost.

e Help - Clicking on this option will take you to the Vendor Chapter of the STARS
Manual.

E-MAIL NOTIFICATION

Every time SCO personnel select Approve, Disapprove, Pend for Agency Edits, or
Pend for STARS Update, the originating agency personnel are notified by e-mail of the
action. The e-mail includes any messages that may have been added to the Comments
section of the form.
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TROUBLESHOOTING WEB BROWSER REQUIREMENTS

For the Vendor Maintenance Application to run properly, Java Applets must be enabled
in your browser. The example below demonstrates enabling Java in Internet Explorer:

Open your Internet browser (e.g., Internet Explorer).
Click Tools (in the menu bar at the top).

Click Internet Options.

Click Advanced.

Scroll down to either a Java (Sun) or a Microsoft VM heading. (In IE, following
the HTTP heading).

6. Depending on which Java virtual machine you have, make sure there is a
checkmark next to either the "Use JRE..." option or both "Java logging enabled’
and "Java console enabled" options.

7. Click OK. (You may have to close your browser and re-open it for the change to
take effect.)

Internet Options 2=

o s~ wh e

Generall Secumtyi Plivacyl Enntenti Ennnect\nnsl Pragrams  Advanced

Settings:

® Always =]
O Hover
O Mever

[0 Use inline AutocComplete

[ Use Passive FTP [for firewall and DSL modem compatibility)

Usze smooth scroling

W& HTTP 1.1 settings
Use HTTP 1.1

L
= Java[Sun]
b Use JRE 1.5.0_02 for <applety [requires resty

3, i
[ Dan't display anline media content in the media bar

Enable Automatic Image Resizing

Enable Image Toolbar [requires restart]

Flay animations in web pages %
| | ;!_j
Flestore Defaults l
Ok I Cancel | Ay |

AGENCY RESPONSIBILITES

Agency employees have the responsibility of obtaining the Substitute form W9 and
entering the information into the Web Vendor Maintenance application. Agencies should
keep the Substitute form W9. Agencies are responsible for following their internal
control policies to ensure that vendors and vendor information are appropriate.

STARS User Manual Using the Web Vendor Application
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SCO RESPONSIBILITIES

SCO personnel perform the verification, review and approval process on forms from all
agencies. SCO personnel will verify that the submitted vendor name/number combination
matches either IRS information or SSA information and review forms for completeness
and reasonableness of information. Like agencies, SCO personnel select View Vendor
Forms in Progress :

|@ WVendor Form !View Forms Pending A pency BEdits !\hew Complete Forme "\hew Dicapproved Forme ‘Apphcations !Log O&"‘

VENDOR FORMS IN PROGRESS

<--- Previous Mext ---=

REQUEST DATE REQUESTING AGENCY VENDOR NAME VENDOR INBR STATUS
02/03/2005 10:20:18 AM 240-COMMERCE AND LABOR FORTIS IMSTRANCE 390658730-01  Awatting Approwval
02/07/2005 11:38:15 AM 240-COWMMERCE AND LABCR CRICEET COMMUNICATIONS 330879924-03  Awaiting Approval
02/11/2005 01:0%:0% PN 260-FISH & GAME Ab s TRAVEL 830243420- Awratting Approval
02/11/2005 01:12:54 PM 260-FISH & GAWE LAURTE MATTSER 513583969 Awrating Approval
0241172005 01-15-0% PW 260 FTSH & GANE PECOTITCERS STTPPLY CO-OP 0213561 wrating A noroal

The STATUS column can display any of the following:

e Draft — A previously created vendor form that was saved as a draft and has not yet
been submitted for approval.

e Awaiting Approval — A previously submitted form that is waiting for SCO
verification, review and approval.

¢ Pending STARS Update — A previously submitted form that has successfully
completed the SCO verification, review and approval process, but has not yet been
loaded into STARS.

SCO personnel will review the following:

e Does the submitted name/number match IRS or SSA records?

e If the vendor number looks like an SSN, is there an individual’s name listed as the
IRS/SSA Name?

e Does the Sort Sequence make sense for the IRS/SSA Name or Business Name and
does it follow the abbreviation conventions?

e Isthe vendor number already on STARS? If not, use 00 as the vendor suffix. If
yes, the next available sequence number will be used.

e Isthe vendor name already on STARS? If not, then the name/number combination
should be okay to use. If yes but the form has a different number, then additional
research will be done to determine the proper vendor status of the existing vendor
number.

STARS User Manual Using the Web Vendor Application
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Based on this analysis, SCO personnel can select any of the following actions on the
Vendor Maintenance application:

Menu Item Function

Save Draft SCO personnel can make changes and take no other action at that
time.

Pending Agency Edits If the form needs to be returned to the originating agency employee

for some reason, SCO personnel would select this option. Anytime
a form is returned, an email notification is sent to the email address
provided on the form. A message will appear in the body of the
email that explains why the form is being returned.

The same message will appear in the comment log area of the
vendor form.

After selecting this action, the form remains on the View Vender
Forms in Progress Screen and can be edited by either the
originating agency employee or SCO personnel.

Approve If the vendor form passes all the verifications and reviews and the
information has been loaded in STARS, then SCO personnel would
select this action.

After selecting this action, the form is locked and removed from the
View Vendor Forms in Progress screen and is placed on the View
Completed Forms screen that is accessible by SCO personnel
only. Agencies will be automatically notified by e-mail that the
vendor is available.

Disapprove The reasons for disapproving a form include:
Numerous attempts at obtaining the correct information have failed.

Form has remained in “Pending Agency Edit” status for over a
month. Afterwards, the agency employee must complete and
submit a new form.

The agency employee tells SCO to disregard the vendor form.

After selecting Disapprove, the form is locked and removed from
the SCO’s View Vendor Forms in Progress screen and is placed
on the View Disapproved Forms screen, accessible by SCO only.

Disapproved forms remain on the agency’s View Vendor Forms
in Progress view for 3 days. Agencies will be automatically
notified by e-mail that the vendor will not be added to STARS.

STARS User Manual Using the Web Vendor Application
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STARS

Menu ltem

Function

Pending STARS Update

Use this action when the vendor form has passed all of the
verifications and reviews, but has not been loaded in STARS.
After selecting this action, the form remains in the View Vendor
Forms in Progress screen.

Delete

This action is used when agency and SCO personnel have agreed
that the submitted vendor form needs to be deleted for some valid
reason.

Print

Use this to print a copy of your submittal. Since all forms are
saved in the application somewhere (except the deleted ones), the
need to print should be minimal.

Close

Use this to close the vendor form. Be sure to either save your form
as a draft or take some other action before closing. Closing before
saving or taking another action will result in any entered
information being lost.

Help

Use this to open the Vendor Chapter of the STARS Manual.
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